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Approval Process

1. Navigate fo Unit to approve a Press Release or a
News Story Navigate to Orders & Directives or

Messages approve them
2. Select View Reports then Pending Approval from
the Site Action menu

Review /tems to be approved
4. Approve or Reject
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Content Management Workflow
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Marines.mil Content Approval Process — Editor & Approver
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Content Management Workflow

Marines.mil Content Approval Process — One Approver
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Navigating to Unit for News Story or Press
Release

MARINES

THE FEW. THE PROUD.

Home | Mews ™ |Un'rt5 ~l | Recruiting ¥ | Training & Education = | Career * | Marine Services ¥ | In the Community ~ Search

OPERATIONAL NEWS

CALL TO SERVICE
A Message from the
Commandant of the
Marine Corps -- Cur
Naticn is at war - our
Corps is at war...

Re-enlist

Active Duty

Volunteer for Duty

Resarve Press Releases =
Retired i

Join the Corps

Contact & Recruiter

Find a Recruiting Station
Retirees

CMC's Massaqgs

FEATURES

Medal of Honor Leaders Guide Join the Corps

Cpl. Jason L. Dunham,
first Long War Marine to
receive Medal of Honor

+ About the Medal of
Honor

+ Marine Recipients
* The Gift of Valor

Designed to provide guidance
and tools to leaders on what to
look for, what to do and
=pecific resources for helping
Marines.

LEADERS GUIDE

Meamaging Mavines I Distress

|E| Marines.com
You'll

train harder than you
thought possible but if
you succeed you'll
become part of the proud
tradition of those who
serve as Marines. Take
the challenge at
Marines.com

—
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UNCLASSIFIED
Navigating to Unit for News Story or Press

Release

I
1b. Select Unit clcome Gessner ekt / /i Actions
NMNMARINES
v THE FEW. THE PROUD.
Home | Mews ™ | Units ¥ | Recruiing = | Training & Education = | Career ™ | Marine Services * | In the Community ™ Search
e = Units Add Link to Site
View All Site
Content
o Unit Type Alphabetically
I Unit Directory « Artillery . AC
Headquarters = Aviation = H-N
Marine Corps * Baszes and Stations = Arizona " O-T
= Detachments = California = U-Z
= Divisions = District of Columbia = 0-9
> L Expeditionary Units_} = Europe
» Headquarters Agency = Florida
= Infantry Units = Georgia
* Marine Logistics Group = Hawaii
= Marine Forces = Irag
= Recruiting Districts = Japan
* Reserves = Kentucky
= Training/Schools = Korea
= Other Elements = Louisiana
= Maryland
= Missouri
= Nebraska
= New York
= North Carclina
= Oklahoma
= Rhode Island
= Sguth Carclina
= Texas
= \irginia
Offical U.5. Marine Corps Web Site News organizations can contact our media office See all RS5 Feads Sitemap
@ (702} 614-4309 for more information Legal Advisories Contact U=
Copyright 2006, All Rights Reserved

—
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UNCLASSIFIED
Navigating to Unit for News Story or Press

Release

1c. Click Unit from list of links

THE FEW. THE PROUD.

Home | Mews = | Units | Recruiting = | Training & Education = | Career ™ | Marine Services ™ | In the Community Search
_— Create Site dd Link to Site
View All Site Unit Directory: Results
Content
Lists Sortby Title | Sort by Url

Unit Type : Expeditionary Units
’ II MEF
http:/fusmcdemoau Linforeliance. com units/marforcom fimef
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UNCLASSIFIED

Navigating to Messages

'l T = T m mEEIn
1a. Click News from the drop down menu —

THE FEW. THE PROUD.

nuule»t-le'.'.lslj Units ~ | Recruiting ¥ | Training & Education ~ | Career ™ | Marine Services ~ | In the Community ~ Search

Marine Caorps Mews

1b. Click B Marines Magazine | psreepmpemeypmpmeenn
Messages 2\

Lo pews From the Front

OPERATIONAL NEWS Section Home | (@)

Me==zages »

Fublications [ MARADMINS

Re-d FPrezz Releases

Photos -
Vold
Roc o Press Releases -
Retirad 7

Join the Corps
Contact 3 Racruiter
Find a Recruiting Station

(]

Legal Advisories =

Retirees
CMC's Messags

a

FEATURES
Medal of Honor Leaders Guide Join the Corps
Cpl. Jason L. Dunham, Designed to provide guidance
first Long War Marine to and tools to leaders on what to
receive Medal of Honor look for, what to do and |E| Marines.com
specific resources for helping You'll
+ About the Medal of Marines. train harder than you
Honor thought possible but if

+ Marine Recipients you succeed you'l
+ The Gift of Walor LEA&ERS GUIDE become part of the proud
Managing Marines I Disivess tradition ﬂthose \';hi
serve as Marines. Take
the challenge at
Marines.com
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Navigating to Orders and Directives

1a. Click News from drop down menu

THE FEW. THE PROUD.

nuule»t-le'.'.lslj Units ~ | Recruiting ¥ | Training & Education ~ | Career ™ | Marine Services ~ | In the Community ~ Search

Marine Caorps Mews

-
1 b. CIICk Marinez Magazine

CA ; OPERATIONAL NEWS Section Home
o o am] Messages » B
PUbllcatlonS EI:I Publications p | Marine Corps Publications
atl

Lo pews From the Front Doctrine

Re-d Press Releases Technical Publications

Fubs Library Management System

1 c- CIiCk :?L Orders and Directives

Orders and 2. ——
Directives e " o

CMC's Messags

FEATURES
Medal of Honor Leaders Guide Join the Corps
Cpl. Jason L. Dunham, Designed to provide guidance
first Long War Marine to and tools to leaders on what to
receive Medal of Honar look for, what to do and |E| Marines.com
specific resources for helping You'll
+ About the Medal of Marines. train harder than you
Honor thought possible but if
+ Marine Recipients you succeed you'll
F
« The Gift of Valor LE[{DERS GLIDE beco_r_ne part of the proud
I Managing Mevines In Distress tradition of those who

serve as Marines. Take
the challenge at
Marines.com

—
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UNCLASSIFIED

proval Process — Reports Method

2a. Click Site Actions drop down

)

THE FEW. THE PROUD.

Create Page

Create a page in this site.

Home | Mews ™  Units = | Recruiting = | Training & Education ~ | Career ~  Marine Services ™ | In the Community ~ .
— Create Site

Add a new site under this site.

Show Page Editing Toolbar
Display the page status and editing
options for this page,

Headguarters Marine Corps View All Site Content

all libraries and lists in this site.
—

2 c H - ’_t View Reports Checked Out To Me
HEAD b I I c k Vle W Re O S > View reports on documents, pages 4 All documents and pages checked out
L] 2 and tasks. to me in this site and subsites

E

Agencies » Locate]
Corps - 2 .
HOMC News . . " - Site Settings N Last Modified By Me
0 general duties of HQMC are defined in the United States Cade, Title 10, Subtitle C, Manage site settings on this site, All documents and pages last modified
Press Releases Part I, Chapter 506 (Headquarters, Marine Corps). by me in this site and subsites
| Manage Content and Structure
General Officer . _ Reorganize content and structure in Pending Approval
Biographies The United States Marine Corps (USMC) is a branch of the U.5. ction, All documents and pages submitted by
military responsible for providing power projection from the sea, utilizing the mobility E me and waiting for approval in this
TestDelete of the U.5. Navy to rapidly deliver combined-arms task forces to global crises. site and subsites
Alongside the U.5. Navy, the Marine Corps operates under the United States 4 My Tasks
Department of the Navy. All tasks assigned to me in this site

and subsites

el 26, Click Pending Approval

the smallest of the United 5]
published in this site and subsites

Going Live Within Next Seven
Days

All documents and pages that will be
published and visible to readers within
the next seven days in this site and
subsites

Resources -
Expiring Within Next Seven Days
All documents and pages that will only
be visible to authorized users within
the next seven days in this site and
subsites

Outlook Web Access (Legacy) Financial Improvement Initiative

Outlook Web Access (NMCI) MEATS
PKI Related Issues
HOMC Organization Chart

NOTE: Approvals must be done from the site where the item was created
—
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UNCLASSIFIED

Approval Process — Reports Method

3. Check ltem(s) to approve

E— NOTE: All items can be checked
% Site Content and Structure by CIiCking in the bOX next to Type

£] Refresh all ‘Pending Approval i
= &, Home ™| Acti Show Related Resources view: Pending Approval =
&2, In the Community il Type Title Modified
L News @ ETEeiaE I 6112007 9:34 AM
. Search
= 32, units

=] .JL.’J_: Headquarters Marine Corps
.]L.’l, Assistant Commandant of the Marine Corps
L Aviation
3. Blount Island Command
.hl, Chaplain of the Marine Corps
3, Command, Control, Communications and Computers

25 e v covan NOTE: If Workflows are set up to
be started manually, you can
approve in bulk, if not you must
approve each item separately.

—
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UNCLASSIFIED

Approval Process — Reports Method

4a. Click Actions drop down

Back to 'Headquarters Marine Corps'

E‘ ,! Site Content and Structure

] Refresh al 'Pending Approval' in ‘Headquarters Marine Corps'
= &£, Home Actions - Show Related Resources  iew:  Pending
2. In the Community 23 Ccopy... Title
+ Mews
a3 & Move... regions2.jpg
2. Search % Delete
=] Units
% Ched: Out
= F'-!‘lﬁ Headguarters Marine Corps

% Assistant Commandant of the Marine Corps
S Aviation

2. Blount Island Command Reject
2. Chaplain of the Marine Corps W  Approve

*=| 4b. Click Approve f/

—
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UNCLASSIFIED

Approval Process — Reports Method

Approve Neb Pape Dialog

—

T, Type comments describing why the item was approved or rejected. These comments
—ﬁ will apply to all items that have been selected.

|

rproved

5a. Enter Comment

5b. Click OK M (==

hews/messages/_layouts/Smtt &8 Internet

—
UNCLASSIFIED 12



UNCLASSIFIED

Approval Process — Reports Method

6a. Enter Comment

Home > News > Messages > Workflow Tasks > Please appj

ve KathyTestMessageApproval
Workflow Tasks: Please approve¢ KathyTestMessageApproval
¥ Claim Task | % Delete Item
G/} This workflow task applies to KathyTestMessageApproval,
Approval Requested

From: Gessner CTR. Kathy
Due by: 11/5/2007 12:00:00 AM

Approved

Type comments to indude with your response: v

Reassign task Request a change

. _> [ approve I Reject [ cancel
6b. Click Approve =]

—
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UNCLASSIFIED

Approval Process — List Method

= Another way to approve is to navigate to Unit,
Messages, or Orders & Directives

» Click View all Site Content
» Click Page Library
» | ocate item to approve

—
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UNCLASSIFIED

Approval Process — List Method

1a. Click View All Site Content

You are here: Home > Ne

View All Site Content MESSEQES
Marine Corps
Marines M . MARADMINS -
arines Magazine ksadfil testpages 999 Kathy Test Message Approval
it 557/07 ANNOUNCEMENT OF THE FISCAL YEAR (FY) 2008 FIRST 999999 Kathy's Test ALMAR2
SERGEANT/ /MASTER SERGEANT REGIONAL SEMINAR DATES 044/07 UNITED STATES MARINE
Messages 4 ' = n caon
363/07 1STLT PROMOTIONS FOR JULY 2007 ffﬁgfrEéEE:Dzz‘gf‘EﬁhGE -
Publications v 362/07 FY08 OLMSTED SCHOLAR FROGRAM NOMINATION BOARD 043707 MILiT'vR‘r’ — r':1(3NTH
News from the 360/07 GEMERAL OFFICER PARTICIPATION AND FUNDING FOR 2007 USMC o S '
BIRTHDAY BALLS 041/07 BILLETS FOR CALENDAR YEAR
Front S — 2007 SERGEANTS MAICR
358/07 CHANGE 2 TO MARINE CORPS POLICY CONCERNING PREGNANCY AND SLATE
Press Releases PARENTHOOD —
[p— 043/07 232ND ANNIVERSARY OF U.S.
Photos 359/07 EXTENSION TO DEADLINE FOR 2007 CAPITAL MARINE USMC AND USN ey
— 040/07 UNITED STATES AIR FORCE
MarinesTV 361/07 ASSIGNMENT OF ADDITIONAL FAQ/RAC MOS FOR FYD7 2ND QTR FAQ/RAO T ANNIVERSARY MESSAGE
News T ——— 033/07 3D MARINE DIVISION
354/07 JULY 2007 SNCO PROMOTIONS FOR ACTIVE RESERVE (AR), SELECTED NN VERSART MESSAGE
MARINE CORPS RESERVE {SMCR), AND INDIVIDUAL READY RESERVE (IRR.) S ==
Inl il ‘Tu ADTRIE ATERC DR ET LTI

—
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UNCLASSIFIED

Approval Process — List Method

1b. Click Pages

Home > Mews > Messages > All Site Content

All Site Content

1) Create

Mame

Document Libraries
] Documents

3] Images
] Pages

Picture Libraries
There are no picture libraries, To create one, dick Create above,
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UNCLASSIFIED

Approval Process — List Method

1c. Locate Record to Approve. Might need to sort or filter first.

New = | Upload = | Actions Settings ~ 1-100 +  View: [All Documents, =
Type MName W Approv s Schedu Checked Out To G Approval
@ (CORRECTED COPY) ANNOUNCEMENT El Ascending Epley Ctr Approved Sutton  Almars/Maradmins
2007 ANNUAL INFORMATION ASSURAN 7 = Shown Cir Layout
CONFERENCE Al Descending Karen
@ (CORRECTED COPY) CHANGE 2 To MCOf| W Epley Ctr Approved Sutton  Almars/Maradmins
SPECIAL DUTY ASSIGMMEMT (SDAP) PR Shown Ctr Layout
Karen
@ (CORRECTED COPY) FISCAL YEAR 2007 ACTLV : Epley Ctr Approved Sutton  Almars/Maradmins
DUTY APPLICATIONS TO THE NAVAL ACADEMY AND Shown Cir Layout
THE MAVAL ACADEMY PREPARATORY SCHOOL Karen
g’] (CORRECTED COPY) SPECIAL DUTY ASSIGMMEMNT 572007 3:59 PM Epley Ctr Approved Sutton  Messages Layout
DESIGMATION OF ADDITIONAL MARIME SPECIAL Shown Cir
OPERATIONS COMMAND (MARSOC) BILLETS Karen
@ (CORRECTED COPY)MCBILL 5213. SYSTEM 5/7(2007 4:01PM Epley Ctr Approved Sutton  Almars/Maradmins
UPGRADEAMND TRAIMING FOR THE MARINE CORPS Shown Cir Layout
ELECTROMIC FORMS SYSTEM (MCEFS) Karen
@ (CORRECTEDCOPY2) 6/13/2007 10:19 AM System Approved Sutton  Almars/Maradmins
20075ERGEANTSMAJORSYMPOSIUM Account Cir Layout
Karen
@ 06 ACTIVE DUTY FUUND DRIVE IN SUPP OF THE MAY- 6/15/2007 8:11 AM svc.marines.mil - Approved Sutton  Almars/Maradmins
MC RELIEF SOCIETY Cir Layout
Koaren

NOTE: You might need to sort or filter the list to find the record to approve.
Click the drop down on the field you wish to sort or filter

—
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UNCLASSIFIED

Approval Process — List Method

1d. Click Record Drop Down on Name and Select Approve/Reject

New ~ | Upload ~ | Actions = Setti 1-100 » \ﬂew:m
Type MName Modified+ Modified By Approval Status  Scheduling Start Date  Scheduling End Date Chedked Out To () Contact Page Layout Parallel Approval
@ KathyTestMessageApproval ! HEw 1§/2/2007 6:16 PM System Pending Gessner Almars/Maradmins  In Progress
= Account CTR Layout
Kathy
@ CHANGEZTOMARINECORPSPOLICY COMCE] View Properties 10/31/2007 3:49 FM svc.marines.mil  Approved Sutton  Almars/Maradmins  Canceled
Ctr Layout
_j' Edit Properties \aren !
@] Kathy'sTestALMAR2 B3 Manage Permissions 10/31/2007 11:28 AM  Syst=m Approved Gessner Almars/Maradmine  Approved
Account CTR Layout
ﬁj Edit in Microsaft Office SharePoint Designer Kathy
% Kathy'sTestALMAR }( Delete 10/31/2007 11:12 AM Gessner CTR. Draft Gessner CTR Gessner Generic Layout
Kathy Kathy CTR with a single
Send To 4 Kathy  column.
2_"' 1STLTPROMOTIONSFORIULY 2007 "% Approvejreject 10/30/2007 8:23 AM System Approved Sutton  Almars/Maradmins  Approved
Account Cir Layout
gy CheckOut Karen
Ej FY0BOLMSTEDSCHOLARPROGRAMMOMIMA] ?‘ﬁ Cancel Approval 10/30/2007 &:21 AM System Approved Sutton  Almars/Maradmins  Approved
Account Ctr Layout
Kyl Version History Karen
@j ASSIGNMENTOFADDITIONALFAORACMOS & Workflows 10/30/2007 8:16 AM System Approved Sutton  Almars/Maradmins  Approved
Account Ctr Layout
Alert Me Karen
e_“l GEMERALOFFICERPARTICIP AT ION AN DI T e L — 10/30/2007 8:11 AM System Approved Sutton  Almars/Maradmins  Approved
Account Ctr Layout
Karen

—
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UNCLASSIFIED

Approval Process — List Method

1e. Click Approved or Rejected and Enter Comment

Home > Mews > Messages > Pages > KathyTestMessageApproval > Approve/Reject

Pages: KathyTestMessageApproval

Use this page to approve or reject submissions. Note that rejecting an item does not delete it, and that users who know the exad URL of a rejected item can still view it. Learn about requiring approval.
Approval Status

Approve, reject, or leave the status of the item as Pending. If you approve or reject this item, any \ O Approved. This item will become visible to all users,
content approval waorkflow that is in progress for it will be canceled.

(O Rejected. This item will be returned to its creator and not appear in
public views.

® Pending. This item will remain visible to its creator and all users with
the Manage Lists permission,

Comment

Use this field to enter any comments about why the item was approved or rejected.

I [ OK ] I[ Cancel

1f. Click OK

UNCLASSIFIED 19
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Approval Process — List Method

NOTE: When using the alternate method you will be prompted that the
Content Approval Workflow is currently running and that you will cancel
the workflow if you continue. Just Click OK.

\:{) A content approval warkflow is currently running to appraowve this item. If you continue this action, you will cancel the workflow.

I] QK I [ Cancel

1g. Click OK

—
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UNCLASSIFIED

Approval Process — Email Method

I TE W W W . W unil
1a. Click /ink in email to view the item to be approved.
Then go through approval process as before

JETTTEy Lester
Kathy Gessner

: Parallel Approval started on default.

From: irvadevs32@inforeliance.c mailtozirvadevs32@inforeliance.com]
Sent: Thursday, February 28, 2008 9:
To: Jeffrey Lester

Subject: Parallel Approval started on default.

Parallel Approval has started on |default

Participants are Approvers

Each person will receive a task to approve default. The tasks will be assigned all at one time.

View the status of this workflow.

—
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